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Boston Pustic LIBRARY. 
Avueust, 1897. 


SYSTEM OF GRADED SERVICE. 


The system of graded service with provision for examina- 
tions as set forth in Article VI. of the By-laws quoted below 
was adopted by the Trustees in April, 1895. Employees then 
in the service were graded thereunder. The application of 
the system to such employees was, however, made with this 
proviso: that it should not of itself entitle any employee to an 
increase of salary nor subject him to a decrease. In many 
cases, therefore, the salaries of present employees do not yet 
accord precisely with the salaries of the grades under which 
they are classed. But increases of salary that miay be recom- 
mended on the ground that the service rendered is entitled to 
higher pay will be made only in accordance with the scheme. 
And all promotions, as well as new appointments will be made 
in accordance with the scheme. 


EXTRACTS FROM BY-LAWS. 
ARTICLE VI. EXAMINATIONS. 


SECTION I. Semi-annually, or oftener if expedient, examina- 
tions shall be held under the direction of the Librarian, for ad- 
mission, by promotion or otherwise, to all grades of employment 
in the Public Library, except the positions of Librarian, Assist- 
ant Librarian, Librarian’s Secretary, Auditor, Chief Cataloguer, 
Chief of Shelf Department, Custodian of Bates Hall, Chief of 
Ordering Department, Chief of Issue Department, Supervisor of 
Branches and Stations, Chief Engineer, Chief of Printing Depart- 
ment, and Chief of Bindery. 

From the list of those persons who have successfully passed 
the examinations of the grade in which they seek employment, 
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appointments shall be made by the Trustees upon nomination 
by the Librarian in consultation with the head of the department 
in which the appointment is to be made. 


ARTICLE VY, VACATIONS AND OTHER ABSENCES. 


SECTION 2. All persons regularly employed in the Library, 
except persons employed in the Engineer’s or Janitor’s depart- 
ments, or in the Bindery, shall be entitled to a vacation at the 
rate of twenty-four days for each year in the service, exclusive of 
legal holidays and of the weekly half-holiday allowed by the city 
ordinance, to be arranged by the Librarian. No allowance shall 
be made for absence from duty except as above provided. 


SECTION 3. The President or Librarian shall have power to 
suspend, with loss of pay, any person in the Library service until 
the first succeeding meeting of the Corporation. 5 


NOTICE TO APPLICANTS FOR EMPLOYMENT. 


Applications must be made upon the printed blanks furnished 
by the Library. Examinations for applicants will be held from 
time to time as the needs of the service may require. Each ap- 
plicant will be notified of the examination to be held next after 
the filing of his application. 

“~ The éxaminations are not strictly competitive. Other capaci- 
ties being equal, preference will be given to persons attaining the 
highest mark; but in making selections from among those who 
have taken the examination, other elements of fitness for the par- 
ticular positions to be filled will be taken into account. 

The purpose of the examination being, not to test the intelli- 
gence of the applicatts by an absolute standard, but rather to 
range the applicants according to the relative intelligence dis-~ 
played by them, no absolute pass-mark is fixed; nor is any cer- 
tificate or diploma given, but candidates will, if they desire, be 
informed of their relative rank among those who have taken 
examinations for the same grade. 

The examination, moreover, is regarded as a preliminary test 
merely. It must be followed by a test of capacity in actual 

— service during a probationary period. And all appointments to 
the service, even where carrying pay, are provisional and con- 
ditioned upon proof of capacity for the particular positions to be 
filled as shown in actual service. Bis 

The entire Library service (excepting the Engineer, Janitor, — 
and Printing Departments and the Bindery; and the Sunday and 
Evening service which is paid by the hour) is divided into 
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grades. Each grade begins with a minimum salary and pro- 
gresses to a maximum. The maximum reached, no further in- 
crease is possible except by promotion to a higher grade. Such 
promotion also is based upon an examination, combined, how- 
ever, with certificate of capacity from the head of department 
in which the employee has served. 

The ordinary grades are supposed to provide for positions 
where academic knowledge is necessary; the special grades for 
those positions where special capacities (as knowledge of type- 
writing, executive ability, etc.) are more particularly required. 

The grades are as follows: 


rst year, 2d year. 3d year, 4th year, 
per week. per week. per week per week. 
Grade E . : . $ 3.50 $ 4.00 $ 4.50 
Fenene) 2: ; 5.00 6.00 7.00 
oD (for runners) 5.00 5.50 
fa Pe : 7.50 8.50 9.50 $10.50 
ery hes nh II.00 12.00 13.00 14.00 
Beste ou i) Tey, 1. 18.50 19.50 
eee Ea EL: 21.50 22.50 
se DY Special 7.00 8.00 9.00 10.00 
aces a . 12.00 13.00 13.50 
iB nf <*> 414.00 15.50 17.50 
AaepeD -4 < 516 623.50 25.50 27-50 


It is expected that vacancies in Grade A will be filled by pro- 
motion from Grade B after examination. 

Persons who have entered the Library service as runners in 
Grade E and are certified by the head of the department to have 
performed satisfactorily the duties of Grade E and to have ac- 
quired a knowledge of location requisite for Grade D, may upon 
recommendation of the Librarian, at the end of six months from 
the date when they entered the service, be promoted to Grade D. 

The qualifications for the various general grades so far as the 
peaunenaaits of the general examination are concerned are as 

ollows: 


Grade A. 


Knowledge of Foreign Languages. 
General History and Literature. 
Library Science. 

Experience in this Library. 
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Grade B. 


Knowledge of at least two Foreign Languages. 
General History and Literature. 
Library Science. 


Grade C. 


Equivalent of High School Education. 
Knowledge of one Foreign Language. 


Grade D. 


Equivalent of Grammar School Education. 
Knowledge of location and system in this Library. 


Grade E. 


Equivalent of Grammar School Education. 


Applicants for positions in the higher grades must satisfy the 
examiners of their ability to pass the examinations for all the 
grades below that for which they make application. 

To the above general qualifications must be added in each case 
such special qualifications as may be requisite for the particular 
positions to be filled. 


FORM OF BLANK FURNISHED TO APPLICANTS. 


APPLICATION. 


I hereby make application to be examined for a position in 
Grade of the Public Library service of the City of Boston. 

As part of my application I declare the answers to the follow- 
ing questions to be true and in my own handwriting. 

Each question must be answered or the blank will be returned. 

1. Are you married or single? 

2. Where do you reside and what is your post-office address? 
(Give town or city, including street and number.) 

3. How long have you been a resident of said city or town? 

4. What is the date and place of your birth? 
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5. What is your father’s and mother’s full name? Give name 
whether living or dead. 

6. Have you ever been examined for the public service in any 
state or city? If so, when, where, for what branch and grade of 
the service, and with what result? 

7, Are you in good health? Have you any mental or physical 
incapacity of which you are aware? 

8. What is your present occupation and what has been your 
past occupation? Give places and dates of employment as near 
as you can. 

g. In what schools, academy, or college were you educated? 
Give the name and length of course in each. 

10. Have you any experience or do you possess any special 
qualifications, such as a knowledge of book-keeping, sten- 
ography, typewriting, foreign languages, or a familiarity with 
other branches of knowledge, which in your opinion would be 
useful in the service of the Public Library, and not included 
among the requirements for the grade in which you are an 
applicant? 


8 So TEA ES | Aor aa ee An ae hay or) umm tt 


Boston, , 189 
When filled out, fold THRrIcE and return to the Librarian of 


Public Library. Enclose any recommendations you desire to 
submit. 


(7) 


th 
“i 


‘Gh teen 


ae 


ta 





BOSTON PUBLIC LIBRARY. 


To Employees in the Library Service: 


There is handed to each of you, herewith, a pamphlet describing 
the “system of graded service” in the Boston Public Library, 
August, 1897. On page 5 of this pamphlet is a list of the grades, 
ue the salaries attached to each, as they stand on August Ist, 
1897. 

Every employee should inform himself both as to the system 
in general and particularly as to the grade in which he is ranked, 
and his own position in that grade. The chiefs of the several 
departments are ready to answer inquiries upon both of these 
points. Any employee who, after reading carefully this pamphlet, 
is in doubt as to any feature of the system or its application to 
his own case, should request explanation from the chief of his 
department. 
He may request explanation also as to the operation of the 
_ system in the case of any other employee whose appointment, 
_ transfer, increase of salary, or promotion does not seem to him 
in accordance with the system as described in this pamphlet. 
| Any question that the chiefs of the departments cannot fully 
answer will be answered by the Librarian; and any employee 
failing to get satisfactory response upon these matters from the 
chief of his department may freely ask conference with the 
Librarian. 

Meantime your attention is particularly called to the follow- 
ing: — 

i The salary deemed the adequate compensation in each 
grade is that paid in the last year stated on page 5 of the pam- 
phlet, not that paid in the first. 

II. Employees advanced from Grade E will be advanced to 
Grade D or Grade D runner according to the class of the work 
they will be called upon to do in the advanced position. Similarly 
with employees advanced from Grade B to Grade A (as between 
Division I and Division IT). ba 

‘TIT. A case not of ordinary “promotion” may occur where the 
“thief of the department certifies that the work done by a par- 





ticular employee has become work of a grade higher than that - 
in which that employee is ranked. The question then is not one 
of filling a vacancy in a higher grade. It does not involve selec- 
tion from among several persons who may have competing 
claims to be considered and determined. It is a question merely 
as to the proper grading of work now being done, and the proper 
compensation to the employee now doing it, whose capacities 
for it have already been tested. In such a case, upon the decision 
of the Trustees to re-grade the position, the grade and com- 
pensation of the employee may be advanced without other 

“examination” than the evidence furnished of the work which 

he has been doing and the certificate of the chief of the depart- 
ment that his capacities as shown in this work have been satis- 
factory. and entitle him to be preferred for continuance in the 
position as re-graded. : 
-IV. The system is designed to prevent unreasonable discrim- 
ination between employees having equal claims to consideration, 
and to preclude preference of employees having inferior claims 
to consideration. The Trustees desire to encourage endeavors 
for promotion. But the system cannot provide ‘‘equal oppor- 
tunity” for promotion in the sense that employees experienced 
and of value in one class of work will readily be transferred to 
a work of entirely different nature, where the experience hitherto 
gained will be lost to the Library. As a rule, promotions must 
be confined to employees within the department in which the 
vacancy occurs. Where an employee in a different department 
applies for the vacancy, it must tell against his application that his 
transfer would lose to the Library the experience he has already 
gained, and disconcert the work of the department in which he 
has hitherto served. 

“ V. Where there is a vacancy to be filled in a department, and 
the question is of promoting to it one or other of the employees 
of a lower grade in that department, although an examination 
may be held, the judgment of the chief of the department as to 
the relative merits of the several applicants, as he has seen these 
merits demonstrated in actual service, must have great weight. 
He knows the character of the work to be done in the position 
to be filled, and he has watched from day to day the character 
of the-work done by each of the applicant employees. On the 
question of promtion, therefore, his certificate must be most 
important evidence to be considered. 

VI. Employees in the lower grades ambitious of promotion 
will therefore bear in mind that their work is likely to be watched, 
not merely with reference to the present, but also with reference 
to the future, and that that employee is most likely to be certified 
for advance who has not been content to perform in a routine way 


the duties specifically assigned to him, but has gone beyond 
these and has shown an interest in the work which in the aggre- 
gate has to be accomplished, and has devised and suggested 
improvements which will increase the amount or better the 
quality of the work done, or economize in the labor or expense 
of doing it. 

VII. Finally, the power of the Trustees to grant an increase 
of salary or promotion is absolutely limited by the funds at 
their disposal. The force once organized, and the grade of each 
position established, opportunities for advance will generally be 
limited to the cases where vacancies occur in a higher grade. 


HERBERT PUTNAM, 


Librarian. 
. AUGUST, 1897. 
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